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PROBLEM. To examine the existing procedure for the Ran g and control

of action documents within 057 and to suggest improvements where
gppropriate.
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PACTS BEARING ON THE PROBLEM

2, An operating procedure for the contrel of (SI action doouments is et
forth in (ST Notice 52-11 deted 26 March 1952 (Tab A)}. This procedure
has not been revised nor reviewed since its initiation. Hovever,

Top Secret aotion documents are no¥ controlled which is not provided
for in the Notice.

b. The existing procedure states that it will not be necessary tc main~
tain a separate log in the divisions for this type of correspondence,
end that the Information Pranch will be responsible for notifying
components ly telephone one dey before sction is due.

¢. The material specifically controlled is all letters, memoranda, and
cables directed to the Aseistant Director, in which a reply is re-
quested from another Apsistant Director, or higher office within
the agenay, or from arny source outside of the agency.

d. The procedure is not heing applied to inbound Special Center material.

8. Thare is no written operating procedure which covers in detsil and
sets forth in sequence the steps to be teken by the Information
Pranch in exercising dooument control.

f. The points at which meil is received and distridbuted sre now located
in three different locations in ¥ Building.

DISCUSSION. The existing procedure with a minor modification of control-
ling Top Secret material, is currently being followed ty the Information
Branch, end is effectively controlling that portion of the actiocn papers
now subject to control.

The Staffs and diviesions sre following the system, Mt in addition some
components are maintaining additional logs. 7The Cffice of the Aseistant
Director makes an esdditional abstract of the chit and erain records the
element responsible for action.
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The Information Branch assigrs date action paper is due out of e office
but does not assign the compenant who will be responsible for action.

The possibility of having sction assigned Yy this branch wae considered.
However, subsequent discussicn indicated that action can best bs assigned
bty the Executive Cfficer, as in some cases immediate action may he taken
by thst office, with a resultant saving in time. The bramnch makes the
decision ss to which papers will be controlled, referring only oceasional
matorial to the Executive Officer for a decision as %o the necessity of
controlling the material Yy rcparate sction chits sent %o individual
components.

Although most of the inbhound materizl from the Special Center is substan-
tive in nature and is pre-routed to components on individuals, no con-
trol exists for that portion of it which requires a reply by the Assis-
tant Director, or requires implementing action by 0SI. Those papers
vhich require action are memeranda adéressed from the Assistant irector,
0OCI, to the Aseistant Director, 761, COCI Regulaticns and YNotices, and
Special Center Notices which may contain items whioh require implmenting
aotion by (ST. This inbound material is received frcm Hegistry “ection,
O0CI, and deposited in Room 2928 M Building, The material is pre-routed

to organizetionsl elements, or to certain cesignated staff officers (All
material for the Assistant Iirscior is sddres=ed bty slement or by name

and is delivered to the Intelligence Production Staff). All material
sddressed to certain staff officers is deposited in a file in Room 2515

M Building and those officert notified of its arrival. All OCT ‘legulations
and Notices and Special Center Notices are depesited in the Administration
Officars' folder in the same file, idministrative actions generated
within (OSI such a8 requests for spscial clearances are retained in a file
in 2041 ¥ Building.

The details of the existing operating procsdure have been worked out by
the Information Branch, and sre understood by its personnel, but are not
recorded in such & mamner as to assure continuity of «ffort, The pro-
vision in the procedura which cells for the Information Branch to notify
the components of date sction is due tends toward laxness in contrel snd
is evidenced by the fregquent follow up phone calls made by the Informa-
ticn Branch.

CONCLUSIONS

2. The existing system is adequate for the control of asction cocuments.
However the existing procedure is in need of revision to clarify the
duties of easch componeat handling the papers.

b. In order to sesure the Executive (fficer that eppropriate action will
be taken on material inbound from OCI hegistry, it is neceseary to
establish a contrel procedure on this materiel.

c. An ST Regulation superceding 0SI Notice 52-11, setting forth the
responsitilities of saeh component is desirable.
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d. Ty furnishing the Information 'ranch a detseiled operation procedure
setting forth the application of the chit system, contimuity of
affort would e assured.

ACTIOR RECOMMENDED

8. That the present procedure with sueh modificstions as are statad in

8 proposed regulation be centinued. In addition that the Office of

~ the Apsistent Cirector discontimue sbetrscting and recording action

addressees from the chit and that the outgoing date be recorded on
the back end the ehit removed from the action file on that dete={Tab 4),.

b. That the propemed NST Repulation (Tab B} be published, superceding
(eI Notice 52-11.

¢, That the proposed system We made sppliecable 0 material received from
OCI with the modification that ar abstiract of the subject be «liminated
from chits controlling this meterial.

d. That the mall drop point sud all existing files for Epecial Center
meterisl be placed in a single loestion with facilities provided for
the preparation of contrel records, These records to b»e filed in the
game manner as the exietirp control records,

6. Thet the Information Bremch be provided with a specific set of in-
structions covering the detailed application of the control procedurs
{Tab C).
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